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	Job Title
	Faculty Liaison Coordinator (Curriculum)

	Department
	Learning and Teaching and Students

	Responsible To
	Faculty Liaison Advisor (Curriculum)

	Responsible For
	N/A

	Grade
	5

	Location
	An agreed location within the UHI operating area

	Job Objective

	Reporting to, and working with, the Faculty Liaison Advisor, the Faculty Liaison Coordinator (Curriculum) will provide support for key aspects of the university's quality assurance processes with a particular focus on curriculum development, modification, approval and reapproval. The postholder will support processes of programme modification, reapproval and subject review relating to all HE-level provision, including QS awards.

	Key Duties & Responsibilities

	1. Support academic approvals and reapprovals, modification and review processes, including collation of information, preparation of documents and arrangements for events.
2. Support UHI's activities as a QS single centre for HE level: QS activity including associated internal quality processes, operational development and enhancement.
3. Undertake the role of clerk/ officer for approval and reapproval events, examboards as required
4. Support Faculty Liaison Advisors as required.
5. Manage effective operation of, committees and other relevant faculty meetings including preparation of papers and minutes as appropriate.

	6. Monitor polices, processes and regulations relating to curriculum development, modification, approval and reapproval.
7. Support and coordinate the annual quality monitoring cycle, institutional audit and associated meetings, including synthesising outputs as required.
8. Liaise with colleagues in UHI Academic Partners and external organisations.
9. Provide administrative support to the wider Learning Teaching and Students directorate with tasks including coordinating meetings and events, booking travel, maintaining outward and inward facing digital content such as UHI webpages and Sharepoint sites, making appropriate financial transactions. E.g. raising purchase orders, processing credit card bookings (within the limit of authorisation).

	General responsibilities

	10. Identify, manage, and report on risks associated with the role.
11. Participate in the university’s performance and development review procedure.
12. Take due care of yourself and others in respect of health and safety
13. Attend training courses that may be identified as necessary by your line manager.
14. Such other duties temporarily or continuingly, as may reasonably be required which are commensurate with your grade.

	This is a description of the job as it is presently constituted. It is normal practice to periodically review job descriptions to ensure that they are relevant to the job currently being performed, and to incorporate any changes which have occurred or are being proposed. The review process is carried out jointly by the line manager and employee and you are therefore expected to participate fully in such discussions. In all cases, it is the university’s aim to reach agreement to reasonable changes, but where it is not possible to reach agreement, the university reserves the right to make reasonable changes to your job description which are commensurate with your grade after consultation with you.
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